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Every journey begins with the fi rst step. Consider this guide 
the fi rst step on your journey to becoming a City-certifi ed 
business enterprise. 

As a Small and/or Minority/Women Business Enterprise, you 
have my team at your disposal – for questions, meetings, 
networking opportunities, training and development, and of 
course, certifi cation. Because once you’re certifi ed, then we 
can really do “business.”

Read this guide fi rst. If you have any questions, contact me 
and my staff  in the Offi  ce of Small and Minority/Women 
Business Programs. We are with you every step of the way.

Sincerely,
Frank Hayden

Director – Offi  ce of Small Minority/Women Business
Enterprise Programs

A Message From Frank Hayden

Letter from Mayor Keith A. James

Dear Business Owner.

Congratulations! You are taking the fi rst step toward working 
with the City of West Palm Beach.

Our city is experiencing a period of unprecedented growth. 
With that comes many exciting opportunities for residents 
and business owners alike!

In this resource guide, you will fi nd information explaining how to become certifi ed as a Small and/
or Minority/Woman Business with the city. The booklet details how to become certifi ed with other 
agencies, fi nd contract opportunities, and apply for loans that support small businesses.

As mayor, I am working to make West Palm Beach a community of opportunity for all. Please 
consider the city’s Offi  ce of Small & Minority Business Programs as your entrepreneurial gateway 
to opportunities working with the city.

Yours in service,

Keith A. James, Moyor
City of West Palm Beach
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The Office of Small & Minority Business Programs oversees programs designed to ensure fair 
business practices in West Palm Beach. We welcome participation from all business enterprises –
large and small, new and established, traditional and innovative. More importantly, the City of West 
Palm Beach is dedicated to making sure our business partners reflect the diversity and talents of 
our residential population.

The Office of Small & Minority Business Programs was created to oversee programs designed 
to ensure equality and fair business practices within the City. The department is responsible for 
coordinating and facilitating programs that foster workforce development, business development, 
and professional education and training.

We work in partnership with other City departments, business-oriented and non-profit agencies, 
public and private schools, and other government entities to carry out our mission.

The vision of the Office of Small & Minority Business Programs is for all residents--inclusive of 
gender, cultural background and abilities--to have equitable opportunities to do business with and/
or earn a competitive wage working with the City.

You can learn more about doing business with the City of West Palm Beach by visiting: 
www.wpb.org/procurement

The following programs fall under the direction of the Office:
•	 Small Business Enterprises Program (SBE)
•	 Minority/Women Business Enterprises Program (M/WBE) Service-Disabled Veterans
•	 Local Workforce
•	 Living Wage

Office of Small & Minority Business Programs
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WPB Key App Unlocks The City
WPB Key is an online and mobile app-based service that connects residents with City 
staff. Ask questions, make requests and pay bills right through WPB Key! Download the 
app – @WPBKey – for iPhone or Androids from the App Store.
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How to Find Business Opportunities
Prospective business opportunities are at your fingertips. Once you have started your 
business and it is certified as a SBE and/or M/WBE, you can search different databases for 
contracting opportunities that are available, according to your North American Industry 
Classification System (NAICS) business code(s) or the National Institute of Government 
Procurement (NIGP) business code(s), which designate what type of services or products/
goods your business supplies. 

If you have questions about the solicitations, please contact the appropriate procurement 
representative for each municipality or organization, as different rules may apply.

City of West Palm Beach
For upcoming contract opportunities, visit the City’s bids list: 
https://www.wpb.org/government/procurement/solicitations/bids-list

For long-range projects associated with the City’s Capital Improvement Program, which 
include infrastructure, parks and recreation, public utilities and public safety, visit:
https://www.wpb.org/government/engineering/capital-improvement-program-cip

Palm Beach County
Businesses must be registered to do business with the County to access its business 
opportunities. To register and view opportunities, visit:
https://discover.pbcgov.org/BusinessOpportunities/Pages/default.aspx 

School District of Palm Beach County
The School District’s solicitation information can be found here:
https://www.palmbeachschools.org/page/1753

The School District encourages businesses to register, for free, to obtain information about 
upcoming bid solicitations here: https://prod.bidsync.com/SDPBC

South Florida Water Management District
To register, get certified, and view upcoming solicitations at the SFWMD, please visit: 
https://www.sfwmd.gov/doing-business-with-us/procurement

Solid Waste Authority
To register, get certified and view upcoming solicitations at the SWA, visit:
https://www.swa.org/Bids.aspx

Florida State Minority Supplier Diversity Council
Connect with other businesses, which may be seeking partners and collaborators, through 
this statewide organization that also offers training, education, networking and other 
opportunities: https://fsmsdc.org

State of Florida – Office of Supplier Diversity
To view bid opportunities throughout the state, please visit: 
https://dms.myflorida.com/agency_administration/office_of_supplier_diversity_osd



Nationally

Register and search for opportunities with government entities across the country through 
–Periscope: Gaining access to some bid opportunities will require a paid registration.
https://www.periscopeholdings.com/s2g

One of the most widely used services is www.demandstar.com Their motto is: “Get direct 
access to thousands of government buyers with way less effort.” There is a cost involved. 

Dont see Your Service Listed? Here’s What To Do.
When viewing a project listed on one of the links above look at it from the end result and 
try and think of the team that put the project together.

•	 Can your company be included in that team? 
•	 Does your product or service provide a valuable piece to the project? 
•	 Are all of your licenses, certificates and company documents in order? 

For example, a company providing video services may not find “video services” 
solicitations on web sites for their local and state government but once every three years. 
The alternative is to look at other projects and try and discern where there may be a 
subcontracting opportunity for video services. 

For instance, solicitation for new construction may have the need to video/photograph 
the stages of the construction. By contacting the bidders/proposers of the construction 
project a videographer will gain new leads for customers actively looking for team 
members that can provide those ancillary video services. This same example works for 
services like plumbing, accounting, public relations, landscaping, sodding, lighting, etc. 
Here we go a step farther and inform you that the prime contractor that is awarded 
the construction or other large project receives the award based on their ability to 
put together a team with certified SBEs and M/WBEs. So, the prime contractor is very 
interested in including subcontractors that can perform and bring value to their project. 
Review the solicitation document to find out more about the preferences given to SBE  
and M/WBEs and the primes who utilize SBE and M/WBE subcontractors.
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Center for Enterprise Opportunity (CEO)
(Formerly Business Loan Fund of the Palm Beaches) 
Entrepreneurial institute program that provides easy 
access to in-house general and specific subject matter 
experts at low or no cost to the business customer. 
Areas of expertise include, but are not limited 
to, accounting, business management, business 
development, relationship marketing, branding, 
customer service, business structuring and strategy. 

Consumer Affairs
Investigates, negotiates, and mediates consumer 
complaints against businesses with a goal of avoiding 
any future conflicts and misunderstandings. Protects 
consumers and businesses from unlawful, deceptive 
and unfair trade practices by enforcing existing 
ordinance laws and regulations.

Department of Licensing Business 
& Professional Regulation (DBPR)
Licensing and regulating businesses and professionals 
in the State of Florida, such as cosmetologists, 
veterinarians, real estate agents and pari-mutuel 
wagering facilities.

Florida Department of Agriculture 
and Consumer Services
Licensing for security firm, plants/agriculture, industry, 
food industry, etc.

Global Business Development 
Center
Business coaching and development center which 
offers workshops, leadership, sales and service 
training, virtual office and administrative services.

FAU Small Business Development 
Center (SBDC)
Assists small businesses with financial, marketing, 
production, organization, engineering and technical 
problems and feasibility studies. Offers special SBDC 
programs and economic development activities 
include international trade assistance, technical 
assistance, procurement assistance, venture capital 
formation and rural development.

Useful Numbers For New Businesses
Below is a list of resources that might be useful to small and minority-owned businesses.

AGENCY PHONE # WEBSITE

(561) 478-2337 www.ceoventures.org

(561) 712-6600 www.pbcgov.com/pub-
licsafety/consumeraffairs

(561) 894-4500 www.sbdcglobal.com

(954) 762-5235 www.fau.edu/sbdc/

(800) 435-7352 www.freshfromflorida.com

(850) 487-1395 www.pbcgov.com/pub-
licsafety/consumeraffairs



Page 11

PBC BBIC - Black Business 
Investment Corp/Pathway Capital 
Funding
Services include, but are not limited to, financial 
assistance, tools, support and advocacy for  
businesses from underserved communities.

PBC Planning
Provides zoning and building roadside vendor  
permits, certificates of competency for specialty 
trades, contractor certification, etc.

PBC Department of Economic 
Sustainability
Bonds, grants, loans, taxes, program coordination, etc.

PBC Tax Collector
Business Tax Receipts (previously named 
Occupational License), etc.

SCORE Palm Beach County
Small business advice, business mentoring,  
resource tools, templates, etc.

State of Florida Divisions of 
Corporations
State of Florida business filings. (i.e. LLC, Inc., 
Fictitious Names)

TED Center
Technical support, information technology, real  
estate development, training, business networking 
 and access to funding.

Department of Revenue
General tax administration and property  
tax oversight.

Useful Numbers For New Businesses

AGENCY PHONE # WEBSITE

(561) 845-8055 www.pathwaycf.org

(561) 233-5000 www.pbcgov.com/pzb

(561) 243-2038 www.tedcenter.org

(850) 717-6570 www.floridarevenue.com

(850) 245-6000 www.sunbiz.org

(561) 233-3600 www.pbcgov.com/hed/
pages/default.aspx

(561) 355-2264 www.pbctax.com

(561) 981-5180 www.score.org
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Starting a business can be a complex and multifaceted process, but it all starts with a solid business plan. 
The business plan itself will not only be used to help you secure funding and share your vision with key 
stakeholders, but it will also help you identify processes and strategies that will be crucial to your success.

A smart business plan outlines the roadmap that you’ll diligently follow (and undoubtedly evolve) for 
the first few years of your venture. From finance to marketing, it will be the single piece to which you 
continuously refer.

No matter what the business or its degree of complexity, the businessperson needs a comprehensive plan 
to translate his or her idea into a working operation. A business plan should be prepared to thoroughly 
plan a new business, present to a lending institution for financing, promote an existing business in seeking 
additional investors for expansion, and assist management in determining areas of strength and weakness in 
making long range business plans.

Here are steps you can follow to create an engaging and effective business plan:

1.	 Create an executive summary that defines your products and services, target audience, company 
goals, legal format and more.

2.	 Define your products and services in detail, including technical specifications, pricing and more.

3.	 Build a marketing plan that includes market research, competitors, target customers, and strategy.

4.	 Outline an operational plan that details production, legalities, personnel/employees, etc.

5.	 List your management team and their roles and responsibilities.

6.	 Put together a personal financial statement for each owner/stakeholder in order to determine the 
personal funding for financing.

7.	 Determine startup expenses that will affect your business and its operations.

8.	 Develop a financial plan, including 12-month profit and loss projections, cash flow projections, 
projected balance sheet and break-even calculations.

Creating A Business Plan
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Executive Summary
This section should include an overview of the company, products, and services. It should answer questions 
such as: 

•	 What will be your primary product or service? 

•	 Who is your target audience? 

•	 Who are the owners?

•	 What are the finer details of the industry? What is the market size?

The executive summary should be concise, precise, and complete. If you are using the business plan to apply 
for a loan, include how the money will be used.

What does your company do? What industry are you joining? These are the types of questions to answer 
in the company description section of your business plan. Start the company description with a mission 
statement. Using no more than 50 words, define the company’s goals and culture. You don’t have to include 
a mission statement, but if you do, this is the place for it.

Company Goals
Goals, both short and long term, should be included here. This shows others what you are hoping to 
accomplish over a particular period of time. For example, you may have a short term goal of obtaining  
20 percent market share.

Business Philosophy
What is most important to your business? What is your philosophy for achieving success? You need to clarify 
your philosophy, as it gives others a clear idea of the direction you are taking the company.

Industry Description
What is the history of the industry? Is it growing? Who are the primary competitors? How will you position 
the company to overcome the competition? It is imperative to show your knowledge of the industry you are 
joining.

Company Strengths
This section is a place to discuss what sets your company apart from others. Answer questions such as: 
What are the strengths of the owners? What background experience and knowledge do you bring to the 
company? How will the strengths fit in with the market?

Sole proprietor

Partnership

Corporation

Limited Liability Corporation (LLC) 

Also, make note of why you selected a 
particular legal form of ownership.

Business Plan Template
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Products & Services
Use this section to describe, in depth, the products and/or services the company will offer.  
This can include a variety of additional information, such as:

•	 Technical specifications Illustrations

•	 Photos

•	 Marketing and sales material Market research

Include information on why the products and/or services are better than what is already on the market.  
This can include factors such as quality, price, and unique features.

Other information for this section include:

•	 Pricing structure

•	 Fees

•	 Competitive advantages and disadvantages 

•	 Product comparison
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Marketing Plan
Due to the depth of this section, most companies create a separate business plan and marketing plan. 
However, it is still important to include an abridged version of the marketing plan in your business plan.  
It doesn’t matter what your product or service brings to a particular market, you cannot succeed unless 
others know about it. This all begins with a detailed marketing plan backed up by in-depth research.

Below are five factors to include in your marketing plan:

Market Research
With primary research, you gather and present your own data. With secondary research, you rely on 
published information, such as from industry journals, trade magazines, census data, and online studies.

Primary research

Secondary research

Economics

Focus on these points:

Market size

Current demand within target market 

Primary competitors, including market share 

Growth potential

Barriers to entry 

Customers 
Identify your target customer, including their location, characteristics, and buying habits. 

For each group, you must create a demographic profile that includes:

•	 Age		  •     Income			 

•	 Gender		  •     Occupation

•	 Location		 •     Education

Competition
Answer these two primary questions:

•	 What products and/or services will provide competition?

•	 Which companies will provide competition?

When answering these questions, be as specific as possible.

•	 List product and service types

•	 List major competitors, including names and addresses.

•	 Overall, discuss how/why your products and services compare with 
the competitors detailed above

Strategy 
Discuss how you will market your products and services.  
This section can include:

•	 Promotions

•	 Advertising

•	 Budget

•	 Marketing methods at different stages of the company: startup, growth, etc.
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Operational Plan
This is an opportunity to detail the day-to-day operation of the business including 
employees, processes, location, equipment, and other related details. 

Your operational plan should focus on these details: 

Production: 
How and where products and/or services are produced.

Location: 
The type of building, amount of space required, and if all employees will work on site.

Legalities: 
Permits, zoning, licensing, industry regulations, insurance coverage, trademarks, patents, 
and copyrights.

Personnel: 
Number of employees, type of employees, existing staff, pay structure, employee 
responsibilities, and the use of contractors/freelancers.

Inventory: 
Type of inventory, cost of inventory, rate of turnover, and lead time for ordering.

Suppliers: 
List of key suppliers including type, responsibilities, pricing, and history.

Management Team
This section should address all details associated with the management team, such as:

The responsibilities of each member of the management team

The experience and knowledge of each person

The plan if one or more members of the management team 
leaves the company. If the company has multiple members 
of the management team, create an organizational chart 
explaining the responsibility of each person.

You can also list supporting individuals which can include:

•	 Board of directors 

•	 Advisory board Accountant 

•	 Legal team 

•	 Insurance agent 

•	 Banker

•	 Mentors Consultants
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Personal Financial Statement
Each owner and stockholder should supply personal financial statements showing a list of assets and 
liabilities outside of the business. This should also include his or her net worth. Since owners often use 
personal assets to finance a business, this shows how much money each person can provide.

Start-up Expenses
Even before you open your doors for business, you will face a variety of expenses. It is essential to  
estimate these expenses including the source of funding.

Due to the tendency to overspend, every business should add a line for contingencies. If you spend the 
money, you have already accounted for it. If you don’t, you will be left with an excess of cash.

Note: your contingency amount should be 10 to 20 percent of your total startup expenses.

Financial Plan
The financial plan should include the following:

•	 12-month profit and loss projection

•	 Five-year profit and loss projection Cash flow projection

•	 Projected balance sheet

•	 Break even calculation

While there is no guarantee that things will go as planned, this will help estimate the financial future of  
your company.
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Business Tax Application
Return application by email at business@wpb.org or by fax 561-805-5676 or in person at 401 Clematis 

Street, West Palm Beach, FL. 33401. If fax or email please allow 7-10 business days for processing. 
You will be contacted via email with steps and payment options.

Go to https://www.wpb.org/government/development-services/forms
 to download the application.

Development Services Department 
401 Clematis Street West Palm Beach Florida 33401 
Phone: 561-805-6700 Email: businesstax@wpb.org 

FOR OFFICE USE ONLY 

BUSINESS # 

BUSINESS TAX APPLICATION/CERTIFICATE OF USE

WARNING: THIS APPLICATION IS NOT A BUSINESS TAX RECEIPT OR CERTIFICATE OF USE 

*REQUIRED FIELDS

*PCN #:
17 digit Parcel Control Number can be found on Palm Beach County Property Appraiser (PAPA) website at: http://www.pbcgov.com/papa/
*BUSINESS NAME/DBA:
MANAGER/APPLICANT’S NAME (If corporation must include all officers) 
* FEDERAL ID # or SOCIAL SECURITY #: As required per FS 205.0535(5) 
* OWNER TITLE
*BUSINESS ADDRESS: SUITE #      CITY: ST:  ZIP: 
* BUSINESS PHONE: ( 
* MAILING ADDRESS: 

) * E-MAIL ADDRESS
SUITE #  CITY:  ST: ZIP: 

*DESCRIBE NATURE OF BUSINESS:
PLEASE INCLUDE ANY APPLICABLE INFORMATION BELOW 

STATE LICENSE OR FLORIDA BAR CARD # 
SQ. FT. INVENTORY AMOUNT $ # OF PERSONS # OF SEATS 
# OF MACHINES # OF VEHICLES # OF AMUSEMENT DEVICES/POOL TABLES 

IS BUSINESS A HOME OCCUPATION? YES OR NO IF YES, PLEASE SEE HOME OCCUPATION AFFIDAVIT 

IS BUSINESS SHARED/VITRUAL SPACE? YES OR NO IF YES, WHAT IS ORIGINAL NAME: _____________________________ 

IS BUSINESS A NAME CHANGE?  YES OR NO IF YES, WHAT IS ORIGINAL NAME: ________________________________________

IS BUSINESS A LOCATION CHANGE?  YES  OR NO IF YES, PREVIOUS LOCATION: ______________________________________ 

IS BUSINESS A OWNER CHANGE? YES OR NO IF YES, WHAT IS ORIGINAL OWNER: _____________________________________ 

**IMPORTANT INFORMATION** 
ALL BUSINESS TAX RECEIPT APPLICATIONS MUST BE SUBMITTED TO DEVELOPMENT SERVICES. ZONING

APPROVAL WILL BE DONE INTERNALLY TO VERIFY THAT THE PROPERTY LOCATION IS ZONED FOR 

THE PROPOSED BUSINESS ACTIVITY. ALL INSPECTIONS MUST PASS AND PAYMENT MADE PRIOR TO ISSUE.


ANY AND ALL CHANGES TO THE INFORMATION AS PROVIDED IN THIS BUSINESS TAX APPLICATION SHALL BE SUBMITTED 
IMMEDIATELY TO THE DEVELOPMENT SERVICES DEPARTMENT IN WRITING BY EMAIL AT Businesstax@wpb.org
I certify that all the above information is true and correct, and I understand that any false statements constitute a violation of Florida State Statutes 
§ 832.02 and will result in the revocation or denial of Certificate of Use and prosecution in accordance with the law. I hereby agree to operate the
above-described business in accordance with all the laws of the State of Florida and the laws and ordinances of the City of West Palm Beach.
Furthermore, I understand that the issuance of this business tax receipt is conditioned upon the compliance with all ordinances 

FOR OFFICE USE ONL 

ASSISTED BY:  

SIC #: 

and the results of any
investigations of the above described business.

    APPLICANT’S SIGNATURE: 

PRINTED NAME: 

RETURN APPLICATION BY EMAIL AT businesstax@wpb.org OR BY FAX AT 561-805-6676 OR IN PERSON AT 

401 CLEMATIS STREET WEST PALM BEACH FLORIDA 33401


IF FAX OR EMAIL PLEASE ALLOW 7-10 BUSINESS DAYS FOR PROCESSING. YOU WILL BE CONTACTED VIA EMAIL 
WITH NEXT STEPS AND PAYMENT OPTIONS. 


Revised: 8.7.19 

DATE: _____________________________________

INFORMATIONAL PURPOSES ONLY 
PCN NUMBER – OBTAIN ON-LINE AT THE PROPERTY APPRAISER’S WEB SITE WWW.PBCGOV.COM/PAPA OR CALL 561-355-2890 

FIRST STEP APPROVAL OF THE CITY ZONING DEPARTMENT (LOCATED ON THE 1ST FLOOR CITY HALL)

INSPECTION FOR SIGN-OFF OF APPLICATION BY THE DEVELOPMENT SERVICES DEPT. (IF APPLICABLE) 

CHANGE OF OCCUPANCY OR ANY ALTERATIONS TO THE BUILDING INTERIOR, EXTERIOR OR SIGNAGE MAY REQUIRE A PERMIT 

INSPECTION FOR SIGN OFF OF APPLICATION BY THE FIRE DEPARTMENT (IF APPLICABLE)

INSPECTION FOR SIGN OFF OF APPLICATION BY THE CODE ENFORCEMENT DEPT. (IF APPLICABLE) 

APPROVAL OF THE CITY OF WPB POLICE DEPT. (IF APPLICABLE) 

COPY OF ARTICLE OF INC. OR FICTITIOUS NAME REGISTERED IN THE STATE OF FLORIDA (IF APPLICABLE) WWW.SUNBIZ.ORG 

COPY OF BUSINESS TAX RECEIPT FOR BUSINESS LOCATED OUTSIDE CITY LIMITS 

COPY OF STATE LICENSE, FLORIDA BAR CARD 

COPY OF STATE LICENSE FOR ALCOHOL AND/OR FOOD 

COPY OF DIVISION OF HIGHWAY & MOTOR VEHICLES (STATE LICENSE) IF APPLICABLE 

COPY OF BILL OF SALE IF CHANGE OF OWNER 

COPY OF 501(C)3 UNDER BUSINESS NAMES 

PLEASE READ, SIGN AND NOTARIZE HOME OCCUPATION AFFIDAVIT 

ORIGINAL PALM BEACH COUNTY APPLICATION 

YOU MAY INCUR ADDITIONAL FEES: DEPENDS ON TYPE OF BUSINESS AND CIRCUMSTANCE


PENALTIES: 10% 15%

20% 25%

CHANGE OF NAME: $25.00 

CHANGE OF OWNER: $25.00 

CHANGE OF LOCATION: $25.00 

ZONING FEE FOR COU: $10.00 

CODE ENFORCEMENT FEE: $25.00 

CERTIFICATE OF USE FEE: $50.00 

FIRE INSPECTION FEE: BASED ON SQ FOOTAGE 

RETURN APPLICATION BY EMAIL AT businesstax@wpb.org OR BY FAX AT 561-805-6676 OR IN PERSON AT 

401 CLEMATIS STREET WEST PALM BEACH FLORIDA 33401


IF FAX OR EMAIL PLEASE ALLOW 7-10 BUSINESS DAYS FOR PROCESSING. YOU WILL BE CONTACTED VIA 

EMAIL WITH NEXT STEPS AND PAYMENT OPTIONS.


Revised: 8.7.19 

Back of 
application

Front of 
application
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Small & Minority Business Program Certification

Should I apply? 
You may be able to participate in the SBE or M/WBE programs if:

•	 The firm is a for-profit business that performs or seeks to perform work in the construction services, 
professional services, and/or other contractual services. 

•	 The firm meets the SBE and/or M/WBE certification criteria.

•	 The firm is at least 51% owned by a socially and economically disadvantaged individual(s) who also 
controls it.

How do I apply?
First time applicants for City of West Palm Beach SBE or M/WBE certification must complete and submit 
the City of West Palm Beach Application For Certification and submit required materials to the City. The 
document checklist on page 2 of the application can help you locate the items needed to submit with the 
application.  SBE and M/WBE recertification may be obtained by completing the recertification application 
and submitting the required documents listed on the application. 

Where do I send my application? 

Applications should be sent to the address on the application: Attention Laquoya Green, Small Business 
Compliance Specialist, City of West Palm Beach, P.O. Box 3366, West Palm Beach, FL 33402. The business 
may also drop off the application at City Hall, 401 Clematis Street, West Palm Beach, FL 33401. 

Who will contact me about my application? 
The City of West Palm Beach will e-mail the certificate and letter of SBE and/or M/WBE certification to the 
contact listed on the application. The City is responsible for certifying firms and maintaining a database of 
certified SBE and M/WBE businesses. The City has thirty (30) days to process an application. 

Where can I find more information? 
Information about certification can be found on the website at https://www.wpb.org/our-city/mayor-s-office/
office-equal-opportunity/

Or you may contact Laquoya Green at (561) 822-1286 or Sandra Hammerstein at (561) 822-2104.

Instructions:
Please complete each item. Do not leave any spaces blank. If a question is not applicable to your business, 
please insert “N/A” in the space provided for your answer. Whenever space is insufficient to answer a 
question completely, attach additional sheets as necessary; use numbers to identify any answer continued 
on an additional sheet. An incomplete application will delay the process. 

Note:

If you are certified by Palm Beach County Office of Equal Business Opportunity (OEBO) or Palm Beach 
County School Board as a Small Business Enterprise (SBE) or Minority/Women Business Enterprise  
(M/WBE), please complete page 1, and attach a copy of your certificate, contact the certifying agency and 
ask for the interlocal agreement coversheet.

FAQs
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Quick References To City Ordinances

ARTICLE IX: Small Business Enterprise (SBE) Program

https://library.municode.com/fl/west_palm_beach/codes/code_of_ordinances?nodeId=PTIICOOR_CH66PR_
ARTIXSMBUPR

ARTICLE XI: Minority/Woman Business Enterprise (M/WBE) Program 

https://library.municode.com/fl/west_palm_beach/codes/code_of_ordinances?nodeId=PTIICOOR_CH66PR_
ARTXIMIWOBUEN

Sec. 66-75: Service-Disabled Veteran Preference

https://library.municode.com/fl/west_palm_beach/codes/code_of_ordinances?nodeId=PTIICOOR_CH66PR_
ARTIVPRME_S66-75SESAVEPR

Sec. 66-76: Local Workforce

https://library.municode.com/fl/west_palm_beach/codes/code_of_ordinances?nodeId=PTIICOOR_CH66PR_
ARTIVPRME_S66-76LOWO

Sec. 66-252: Living Wage

https://library.municode.com/fl/west_palm_beach/codes/code_of_ordinances?nodeId=PTIICOOR_CH66PR_
ARTXLIWAPR_S66-252LIWA

Chapter 66: Procurement 

https://library.municode.com/fl/west_palm_beach/codes/code_of_ordinances?odeId=PTIICOOR_CH66PR
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In the coming months, the City of West Palm Beach will be launching a portal for online applications, 
including vendor registration, certifi cation for SBE and M/WBE, and contracting opportunities.

ONLINE Application for SMALL & MINORITY 
Business PROGRAM Certifi cation

(COMING SOON)
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CERTIFYING AGENCIES
Below is a list of agencies that offer SBE and M/WBE certification for your business.

City of West Palm Beach
SBE and M/WBE Certification

401 Clematis Street, 2nd Floor, West Palm Beach, Florida 33401

Phone: 561-822-1286

www.wpb.org/government/office-of-mayor-keith-a-james/office-of-small-and-minority-women-business-
programs

School District of Palm Beach County
MWBE Certification

3300 Summit Boulevard, West Palm Beach, FL 33406 

Phone: 561-434-8508 

www.palmbeachschools.org/departments/diversity_in_business_practices

Palm Beach County
SBE Certification

50 S. Military Trail, Suite 202, West Palm Beach, FL 33415 

Phone: 561-616-6840

www.pbcgov.org/oebo

South Florida Water Management District
Small / Minority Business Development Initiative

3301 Gun Club Road, West Palm Beach, Florida 33406

Phone: 561-682-6446 

www.sfwmd.gov/doing-business-with-us/procurement

Broward County
DBE Certification

115 S. Andrews Avenue, Room A680, Fort Lauderdale, FL 33301 

Phone: 954-357-6400 

www.broward.org/econdev

State of Florida M/WBE Certification
Office of Supplier Diversity

Florida Dept. of Management Services 

4050 Esplanade Way, Suite 380, Tallahassee, FL 32399-0950 

Phone: 850-487-0915 

www.dms.myflorida.com/osd
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MWBE Certification and Recertification by City
Sec. 66-258. – MWBE Certification and Recertification by City 
(a) Certification Criteria:

A business that desires to be certified by the city as an MWBE shall meet each of the following criteria:

•	 Has a physical business address located within the geographical county limits (not a mailing address) 
and has continuously maintained such physical address for at least six months prior to the time of 
application for certification.

•	 That is at least 51 percent owned by a minority or minorities, or a woman or women, or, in the case of 
a publicly owned business, at least 51 percent of the voting stock of which is owned by minorities or 
women; and such ownership shall not have been via transfer from a non-minority owner within the 
past two years;

•	 For which the minority ownership exercises actual day-to-day management and control of the 
business;

•	 That is currently doing business;

•	 That is legally organized and registered with the Florida Division of Corporations;

•	 That is registered with the state procurement system under MyFloridaMarketPlace;

•	 That has all licenses required by local, state and federal law necessary to conduct its business. If a 
license is required, it must be held by the minority/woman owner;

•	 Has a current business tax receipt issued by Palm Beach County or a municipality therein;

•	 That is for profit;

•	 That is an independent business, not an affiliate or conduit;

•	 Provides a commercially useful function and is an actual provider of work or services and is not a 
broker of services or conduit or pass-through; and

•	 Has identified the commodity that they supply and those commodities must be listed in the 
certification document.

(b) Required Documentation: 
A business that desires to be certified by the city as a minority/women business enterprise must submit the 
city’s application form and provide documentation as required by the application process evidencing that 
it meets each of the criteria. Applicants requesting certification shall be responsible for providing certified 
translations of all documents not in English.

(c) Certification: 
MWBE firms must be certified prior to submittal of a bid/proposal as an MWBE. Applicants granted 
certification will be notified by mail. The certification document shall indicate the commodity or 
commodities for which the MWBE is certified. Certified MWBEs shall be included on the city’s MWBE listing.

(d) Small Business: 
A firm may be certified as both an MWBE and a small business, provided it meets the requirements of each 
certification.

(e) Denial of Certification: 
Applicants denied certification shall be notified by certified mail and informed of their right to appeal the 
denial pursuant to the appeal provisions of this article. An applicant denied certification may not reapply for 
certification for 120 days from the date of the denial letter.
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SBE Certification and Recertification By City

Sec. 66-225. – SBE Certification and Recertification by City

(a) Certification Criteria:

A business that desires to be certified by the city as a small business shall meet each of the following 
criteria:

1.	 Domiciled in Palm Beach County; and

2.	 Is an independently owned and controlled business concern organized to engage in commercial 
transactions and whose gross revenues, including all offices or locations, averaged over the previous 
three years (if in business less than three years, averaged during the duration of the business), does 
not exceed the following:

a.	 For construction — $9,000,000.00.

b.	 For goods and services — $5,000,000.00.

c.	 For professional services (CCNA) — $5,000,000.00.

3.	 Has a current business tax receipt issued by Palm Beach County or a municipality therein;

4.	 Has a physical business address located within the geographical city limits (not a post office box or 
mailing address);

5.	 Has continuously maintained such physical address for at least six months prior to the time of 
application for certification;

6.	 Demonstrates that it has sufficient staffing and resources to perform the work or services (commodity 
type) for which it seeks to be certified;

7.	 Provides a commercially useful function and is an actual provider of work or services and is not a 
broker of services; and

8.	 Has identified the commodity that they supply and those commodities must be listed in the 
certification document.

(b) Required Documentation: 
A business that desires to be certified by the city as a small business must submit the city’s application 
form and provide documentation as required by the application process evidencing that it meets each of 
the criteria. Applicants requesting certification shall be responsible for providing certified translations of all 
documents not in English.

(c) Certification: 
Applicants granted certification will be notified by mail. The certification document shall indicate the 
commodity or commodities for which the small business is certified. Certified small businesses shall be 
including on the city’s small business listing.

(d) Denial of Certification: 
Applicants denied certification shall be notified by certified mail and informed of their right to appeal the 
denial pursuant to the appeal provisions of this article. An applicant denied certification may not reapply for 
certification for 120 days from the date of the denial letter.

(e) Recertifications: 
Certified small businesses are required to submit an affidavit of their continued eligibility as a small business 
every three years. The city may conduct site visits or review documents to ensure continued compliance 
as a small business. If there has been a change in ownership interest and/or control since the certification 
or last recertification, the small business shall make such disclosure and provide all requested information. 
Supporting documentation may be required for continued certification. A company that fails to submit 
an affidavit of continued eligibility or fails to submit documentation requested by the procurement 
division will no longer be deemed certified for purposes of participation as a small business. The criteria 
for recertification shall be the same as for certification. Appeals shall be in accordance with the appeal 
provisions of this article.
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City of West Palm Beach - NIGP Code Listing
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We Want To Work With YOU!
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